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1.
y

1. Requesting Agency

MARYLAND BOARD OF PHfcRMfcCT

2. Division or Bureau of Requesting Agency

3. Authorization Requested (Check only one of the squares below).

•
Dispose of present accumulation. No
additional accumulation is antici-

pated. Records have ceased to have value
to warrant retention.

B

TOEstablish retention schedule for re-
cords for which there is a continuing

accumulation. The records will cease to
have value to warrant their retention after
the period of time indicated.

Microfilm and destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.

4.
Item
No.

• 1 .

>

2.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

MINUTES

Size* 9n x 12" x 3"
Quantity: 3 volumes
Dates! 1916 - - . /
Arranged* Chronologically

A l l act ions of the Board are noted in the minutes, including the
names and examination grades of applicants for regis trat ion as

pharmacists. j

RHJOMMENDATION: RETAIN PERMANENTLY .

APPLICATION FOR REGISTRATION AS A STUDENT OF PHARM4CT
S i z e : &%«• x Ik" - U page form
Quantity! 3 drawers (6 cubic f e e t )
Datest 1930 - -
F i l e Arrangement: Alphabet ica l
Annual Accumulation: . 2 l i n e a r inches

. This appl i ca t ion shows name, address , age , high school and c o l l e g e
attendance. The appl ica t ion i s submitted a t the time the student
enters the School of Pharmacy. I f the student has * had any prac t i ca l
experience i n a pharmacy, employers* a f f i d a v i t s are a part of the
application. Attached to the application are sworn affidavits of
employers for whom the student works during his vacations. These
records are necessary because!

6. Recommendation
of Hall of Records
and Board of Public
Works.
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7. Agency, Division or Bureau Representative

Signature ,7I"itle Date

Schedule Authorized as Indicated in Col. 6 by Hall of
^^Records Commission. .

////*/j~y fk~^£-
/ /Date Archivist

Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.

m-l 4 1S55
Date Secretary
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PAGE
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•ro.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

(V*

U.

5.

1.
2 .

a yea r ' s apprenticeship i s required;
reciprocal agreements and differences in t ra in ing

rementa of various s t a t e s .

;'RECO>mNDATI0Nj/ RETAIN UNTIL DEATH OF REGISTRANT, OR FOR SEVENTY
' TEARS, WHICHEVER IS EARLIER, AND THEN DESTROY.

PHARMACIST'S APPLICATION FOR REGISTRATION -AM) H3SHEWAIS
ti /Size: 8|* a:-Sfirf* /

Quantity: 3i drawers ./
Datest 1902 - -/ /
File Arrangement'* by year and alphabetical therein
Agpaial. Acagm^fa^^p^f>jc-lijaear ...inches.

This application for examination as a pharmacist shows the appli-
cant's name, age, address,^education, end practical experience;
application is notarized. /The application also shows whether or
not the applicant was /rejected or approved as a pharmacist. (Grades
are noted in the MLnupesTof the Board.) Included in the file are
applications from out! o/ state pharmacists for registration in
-Maryland, \j

RrooinHMMT ioNV'ioeai&i-^^
^ . ^ EESESy WHiCHETBE I & BiHMES^. <^^6.TIIEH: DES3IRQY,

PHARMACY OR DRUGSTORE APPLICATION'

i
Size* os" x 11!" - h pa'̂ es
Quantity: 3 drawers (Us cubic feet)
Dates* 1950 -/- /
File Arrangenentt County and alphabetical therein
•Annual -Affig;vgjnJjft*4nn4.~-^rm>i4rr~rnet+.

Audited by* State;'

Information shorn on the /application includes name, addres$ ovmer's
name, s t o r e hours, names/of a l l reg i s te red pharmacists employed^
with t h e i r registration/number? names of other employees, U. S.
Pharmacopia and National Formulary s e r i a l numbers, and a l i s t i n g
of pharmacy apparatus indica t ing t ha t the required minimum of such
apparatus i s a v a i l a b l e . The appl icat ion i s sworn t o and notar ized .
The appl ica t ion must be submitted annually for renewal of the/ permi
An i n s p e c t o r ' s r e p o r t : i s attached to the app l ica t ion , -f $xJ<J'-yS~

RECOMMENDATION: RETAIN FOR THREE YEARS OR UNTIL AUDITED, WHICHEVER
IS LATER, BgL THEN DESTROY.

APPLICATION FOR MANUFACTURER'S PERMIT

Size: 8!" x 11" (continued) J/)^
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4. '
iltem
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

Quantity* 2 drawers (3 cubic feet)
Dates: 1936 - - /
File Arrangement: Alphabetical
Armual~A^e^8ailatiorat^i$f3i^^
Audited byi State

6.

Manufacturers of drugs, medicir
dentifrices mast be licensed bi
application gives a detailed d?
operation, products, training
nel and is notarized. Attache
report. —(OuLcv - -.

cosmetics, toilet articles, and
ie Board annually. The four-page

iription of the premises, equipment,
education of supervisory person-

3 the application is the inspect!oi

RECOMHEJJDATIONi RETAIN FOR ?pm YEARS, OR UNTIL AUDITED, THUCHfcVKR
I S IATER, &8j-jFHEN DESTROY.

PHARMACY AND MANUFACTURERS' PERMITS

//Jl;L£AA -

Size: 6̂ M x 11" ind 8|M x 6»
Quantity! 1 drawer (If cubic feet)
Dates i 19£2 -Uj
File Arrangement* Annual by County and alphabetical therei
Annual Accumulations \ cubic foot
Audited byi, Staite

\ ]
This f i l e contains a, copy of the permit issued t o pharmacies or
drug s tores and t o manufacturers. I t shows name, address , date and
i s signed by the Secretary. After the audi t there i s no need for
t h i s copy of the permi^. (JL*k-<k- \ ^

RECOl&ffiNDATION* RETAIN FOR THREE YFAR3 OR UNTIL AUDITS, FHICHIVER
~ld^A #r % J S VU^i AHDj THEN DESTROY.

CORRESPONDENCE . ...

co
CO

of
O co
or ^

5

.

Quantityt £ drawers (7a cubic feet)
Dates t 19^0 - -
File Arrangement! Alphabetical by subje
Annual Accumulation: 1 drawer
Disposable Amount: 3 cubic feet

TZJC. orr©spondent •

'•/•:'. • t\

Correspondence concerned «Lth the functions of the Board. It is
•with Federal, State, local and other state agencies, professional
and civic organizations, schools, pharmacists, doctors, laboratories
etc.

RECOMMENDATION: RETAIN FOR THREE YEARSN3B@aJHEN DESTROY.
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4.
Item

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

ACCOUNTING* RECORDS

r\Quantityt 10 letter boxes (3 cubic feet)
Datesi 192$ - - \ /'
File Arrangementi Chronological/
Annual Accumulation»\ 3 linear inches
Disposable Amount* zXcubic feex
Audited byi State I

/
This item includes all standard accounting forms used7 by State
agencies as supporting data to the/final book of entry. The
final book of entry is to be retained permanently./Specifically
these supporting records arejl / /

Comptroller of the Treasury

Form No.?

E-l and E-|
DD-1
R-2 (formerly MR-2)

/I
/

Distribution of C
Transmittal
Certificate of Deposit and Bank Deport Sli]
Monthly Report of State Punds Collected and

Deposited
Distribution of Unexpended and Obligated
Balances

Monthly Statement of Balances

Purchasing Bureau (Department of Budget and Procurement)

o
CO
CO

ii=

<=>%
or ca

'O

«3T

Requisition for Supplies
Purchase/ Order
Out^of-^Schedule Requisition for Supplies
Stores/Requisition
Copy;of Contract Awarded
Capital Fund Requisition for Equipment
Actual Finergency and Repairs Report
_Copjr of ̂ Contract Awarded ,
Copy of (Contract Awarded
Delivery Invoice
Notice of/Award-of Contract
Credit Memorandum
Report of Partial Delivery

/.

1-A
U7-A
100-16
39-A and UO-A
CF-2
CF-1
100/2U
27-A
CF-3

26-A

51

Budget Bureau (Department!of Budget and Procureiaent')

BB-1 (Rev.)

Ku
\f'

B.P. Inv. R101
B.P. Inv. R102

Formerly|BB-1 and BB-2
Budget Schedule Amendment Sheet
Report ofyFixed Assets (annual)
Report of Materials and Supplies (annual)

_ J



FORM HR-RM 1A
' (B-I-SS)

Hall of Records
Commitiion

REQUEST FOR RECORDS RETEN >N SCHEDULE
(Continuation Sheet)

SCHEDUtE
NO. i:94
PAGE
NO.

m4.
tern
o.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

A

B.P» Inv. 6
BB-̂ O
Badget Form NOB.
1 thru 11 7

/ •

A

•' Materials and Supplies (annual)
/ Request for Position Action
• Budget'Estimates Fiscal Tear (13 pages

including farii statement)
/

Others

; Vendors Invoices
Bank Depfosit Slips

/ Bank Statements
/. /;,:; Bank ifeposit Receipts

RKJOKMENDATION: RETAIN FOR THREE YEARS OR UNTIL AUDITED, WHICHEVER
' I S IATER. t 3 B r T H a i DESTROY.

• /

ACCOUNTING RECORDS' FOR WHICH DISPOSAL K1S BEEN PROVIDED BY A GENERAL
RECORDS RETENTION /SCHEDUlST ' ~

PAYROLL (Prior to July 1, 1953 ). The agency copy of this payroll
form is to be retained for five years or until audited, whichever
is later, a»i-then destroyed,; (General Schedule No. G-l, Item 1-d,
approved by the /Board of Public Works, January 11> 19#i).

,/ / /
PAYROLL JOURNAL - The agency; copy is to be retained for three years
or until audited, whichever /is latexssssi then/destroyed. (General
Schedule No. G-2, Item 1-d, japproved by the ̂ a r d of Public ?/orks}
January 11, 195U). \

i

PAYROLL EXCEPTIONS, Additions and Exceptions - The agency copy i s to
be retained for three years; or un t i l audited, Thichever i s l a te r ,
aa^; then destroyed. (General Schedule to, G*2, Item 3-b, approved
by the Board of Public Works, January j l , 19£U;.

| /
PAY V7ARRAOTS - The agency 6apy i s to /be retained for three years or
un t i l audited, Tfhichever i4 l a te r , -t^Stthen destroyed. (General
Schedule No. G-3, Item 3, Approved lay the Board of Public Works,
May 10, 19&). \ j

RECEIVING WARRANTS - The agency copy i s to be retained for three
years or unt i l audited, whichever i s la te r , «Bt then destroyed.

(General Schedule No, G-U, Item 3, approved by the Board of Public
Works, Kay 10, 19&).

TRANSOTTTAL FORM E-l or B- | (Cosptroller of the Treasury Form) i s
to be retained for three years or un t i l audited, whichever i s l a t e r
SSSfcthen destroyed. (General Schedule No, G—5, Item 3, approved by
the Board of Public Works, May 10, 195U). • • -, > •/ • ;••
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